I. The Intention To Receive Degree Form
This informs the Graduate School that you are planning to graduate in a given semester. Submission of the form does not obligate you to defend, and there is no penalty for filing and then changing your plans. However, an Intention to Receive Degree form filed for one semester does not carry over to the next semester. Thus, if you file in the fall and do not defend, you must file a new form in the spring. The Intention to Receive Degree form must be submitted at least one month prior to your defense and no later than January 25 for a May degree, July 1 for a September degree, and November 1 for a December degree. The "Intention to Receive Degree" form can be filed on-line at:
http://www.gradschool.duke.edu/policies_and_forms/graduation.html
II. Initial Submission Procedures
You must submit your thesis or dissertation to the Graduate School, 127 Allen Building, for preliminary approval at least one week prior to your defense. Check the Graduate School web site http://www.gradschool.duke.edu/policies_and_forms/graduation.html for specific submission deadlines. To avoid unnecessary delays, please call 684-3913 to make an appointment for the Graduate School approval of your thesis or dissertation. At this time you need to bring a copy of your thesis or dissertation along with a letter from your advisor stating that the thesis or dissertation is complete and acceptable for defense. The Graduate School must receive a written announcement from the department stating the date, time, and location of your defense (see sample forms on page 14 and 15 of this Guide). The formal announcement is not required for master's candidates.
During the check, which takes about 30 minutes, your dissertation or thesis will be reviewed for completeness and for the format requirements listed in the next section of this Guide. Errors in format will be identified and you will be given instructions on changes to be made. Format errors do not prevent you from defending. However, an incomplete thesis or dissertation, i.e., one that is lacking title pages, abstract, etc., will not be approved for defense.
A. Binding.
At the time of this initial check you will be given a bill for payment of the permanent binding fee that is $18 for two volumes. A dissertation over 500 pages in length will be bound in two parts, requiring four volumes with a binding fee of $36. This fee, as well as the UMI archiving fee ($55) and optional copyright ($65) fee, must be paid in the Student Service Center (101 Allen Building) prior to the final submission of your dissertation or thesis to the Bostock Library. Two bound copies are kept in the Library. The Library no longer provides a bound copy of your dissertation/thesis for your advisor. If your advisor(s) and/or department require a bound copy of your dissertation you can order a hardbound copy through ProQuest or by printing your dissertation and taking it to the Textbook Store in the Bryan Center. The Textbook Store sends the dissertation to a binder and returns the bound volume to you after binding is complete.
B. Examination Cards.
After the defense your committee must sign a final examination certificate (exam card) indicating that you have successfully defended your work. This card is generated when you appear for your format check (at least a week before your defense). The card will be released to you at that time if the necessary paperwork has been received. 
C. Doctoral Student Exit Survey.
While the Graduate School staff is checking the dissertation, you will be asked to complete the Doctoral Student Exit Survey
III. Format Guidelines for Theses and Dissertations
All dissertations and theses submitted to the Graduate School must meet the following format guidelines.
A. Inclusion of Articles Submitted to a Professional Journal.
Issues regarding which format to choose and the format of non-traditional sources should be resolved with your Committee. Some disciplines, mainly in the sciences, already permit inclusion in the dissertation of research papers or scholarly articles published by the student. Whatever the discipline, the published work must be logically connected and integrated into the dissertation in a coherent manner. Binding reprints or collections of publications together is not acceptable as a dissertation in either format or concept. 1
B. Dissertation Templates.
Templates are now available in Microsoft Word and LaTeX that follow the formatting guidelines described in this Guide. They can be found on the Graduate School Web Site at the following location:
C. Consistency of Format
The thesis/dissertation must be formatted consistently throughout the entire manuscript. Any article that is submitted to a professional journal and is included in the thesis/dissertation must conform to the format described in this Guide.
D. Bibliography.
If individual papers are included in the thesis/dissertation a single bibliography will serve the entire manuscript. A Bibliography after each chapter will not be accepted.
E. Using Materials Copyrighted by Others.
As the author of the manuscript, you will be asked to certify that any previously copyrighted material used in your work, beyond "fair use", is with the written permission of the copyright owner. Multi-authored articles may be included in the manuscript if the student's contribution to that article, and the relationship of the research described in the article to the dissertation are made clear in the Introduction. It is the responsibility of the student's doctoral committee to ensure that a thesis/dissertation represents the original, individual efforts of the candidate.
G. Margins.
All pages in the thesis or dissertation must be formatted with at least a 1.5 inch margin on the left, and at least a one inch margin on the top, right side, and bottom. There must be at least a 1" margin beneath a bottom page number. However, it is not necessary to right justify the text. All text in the thesis or dissertation, including footnotes, page numbers, tables, figures (illustrations), and figure legends, must fall within these margins.
H. Typing.
All text (including the Abstract) must be double spaced and printed on one side of the page. Exceptions: When an entry in the 
I. Page Numbers.
All page numbers should be placed bottom center with a 1" margin beneath. The copyright page, dissertation title signature page, and the abstract signature page do not have page numbers, but they are counted. The abstract text page begins numbering with small roman numeral iv. Begin the first page of the Introduction or Chapter 1 with Arabic number 1. All pages are numbered consecutively from that point. (A Masters Thesis does not require an Abstract).
J. Footnotes.
All footnotes must appear at the bottom of the page. Footnotes should begin renumbering with 1 at the beginning of each new chapter. Footnotes may be continued on the next page, but must begin on the page they are cited. Endnotes will not be allowed. An abstract is only required in doctoral dissertations. UMI/ProQuest limits the Abstract to 350 words so please do not exceed the limit. In the abstract, you must (1) present the problem of the dissertation, (2) discuss the materials and methods used, and (3) state the conclusions reached. Individual chapters should not have abstracts. The Abstract will be published in Dissertation Abstracts International.
M. Quality of Paper.
When the final, defended version of your thesis or dissertation is delivered to the Bostock Library, the original must be on white, watermarked, acid-free paper of at least 25% cotton content. This paper is available in the Bryan Center bookstore as well as stationery and office supply stores around the country. NOTE: We cannot guarantee that paper marked "acid free" is actually acid free unless purchased at the Bryan Center University Store at Duke University. The Bostock Library staff will test the pH content of your paper when the dissertation or thesis is submitted.
N. The Biography.
A brief biography, ordinarily not more than one page in length, is required in doctoral dissertations. Your biography should include (1) the place and date of your birth, (2) the colleges or universities attended with the degrees received and their dates, (3) the titles of all books and articles you have published, and (4) a list of scholarships, fellowships, memberships in honorary societies, and academic honors you received since obtaining the bachelor's degree. The biography should appear on the very last page of your dissertation.
O. Order of Pages in a Doctoral Dissertation.
The first page of the dissertation is the Copyright Page, followed by the Dissertation Title Page, the Abstract Title Page, the Abstract, Table of Contents,  List of Tables, List of 
P. Order of Pages in a Master's Thesis.
The first page of the thesis should be the Copyright Page, followed by the Thesis Title Page, the 
IV. Final Submission Procedures
You will need to return to the Graduate School (127 Allen Building) for a second format check prior to submitting your dissertation or thesis to the Library. At that time we will make sure your formatting is correct. We will give you a check sheet to take with you to the Bostock Library confirming that the formatting changes requested by the Graduate School are complete.
After the defense, you normally have 30 days to make revisions and return the completed and defended dissertation or thesis to the Bostock Library. If you need more than 30 days for making changes to the dissertation or thesis, e-mail Susan Williford (susan.williford@duke.edu) to request an extension. State the reason for the delay and specify the date that the dissertation or thesis will be submitted to Bostock Library. The period of 30 days after the examination for returning the final copies of your dissertation or thesis cannot apply if your examination occurs just prior to the end of an academic term. At those times the corrected thesis or dissertation and required forms must be returned sooner in order to meet specified semester deadlines for the awarding of degrees. If, at the end of the semester or term, you cannot meet these deadlines you will be required to register for the ensuing semester and file a new Intention to Receive Degree Form. Please consult the Graduate School web site: http://www.gradschool.duke.edu/policies_and_forms/graduation.html for specific deadline information.
A. Final Submission of the Doctoral Dissertation

To Student Service Center-101 Allen Building
Payment of fees: binding, microfilm, and optional copyright
To the Graduate School 127 Allen Building Final exam card signed by all members of the committee Completed Survey of Earned Doctorates
Two copies of the corrected dissertation, one of which is the original dissertation on white, watermarked, acid-free paper of at least 25% cotton content. The second copy may be a photocopy on regular paper. Completed UMI microfilm agreement form (found in booklet "Publishing Your Dissertation" given to you at your format check.)
To the Library:
After your second format check and all items above have been approved you can deliver your dissertation to the 2 nd floor of Bostock Library by 3:00 p.m. The Library will determine if your dissertation paper is acid free, watermarked, and at least 25% cotton content. The Library will e-mail the Graduate School when your dissertation has been accepted.
B. Final Submission of the Master's Thesis.
After the thesis has been defended and revisions made, you are required to submit the following items:
To Student Service Center-101 Allen Building Pay binding fee with binder voucher given to you from the Graduate School.
To Graduate School-127 Allen Building: Final Exam Card signed by all members of the committee Two copies of the thesis, one of which is the original thesis on white, watermarked, acid-free paper of at least 25% cotton content. The remaining copy can be a photocopy on regular paper. Both the original thesis and the photocopy must have original signatures on the Title Signature Pages
To the Library:
After your second format check and all items above have been approved you can deliver your thesis to the Bostock Library by 3:00 p.m. The Library will determine if your thesis paper is acid free, watermarked, and at least 25% cotton content. The Library will email the Graduate School when your thesis has been accepted.
V. Information Regarding Microfilming And Copyrighting
Your doctoral dissertation must be submitted to University Microfilms International (UMI), Ann Arbor, Michigan for microfilming and inclusion in the Dissertation Abstracts database. The copyright law of the United States protects your rights in your work automatically, from the moment it is fixed in tangible form (including storage as an electronic file). Your copyright is valid for your lifetime plus 70 years, and the rights remain yours, subject to the license mentioned above, unless and until you transfer them to another, such as a publisher. While it is no longer required that you register your work to obtain copyright protection, there are significant advantages to registration. It is necessary to have registered your work, for example, before bringing a legal claim for infringement. There are additional advantages to registering within three months of publication, and submission to UMI does constitute legal publication. You may register your work directly with the Registrar of Copyrights for a fee of $45 (see information at www.copyright.gov), or you may authorize UMI to register on your behalf when you submit your dissertation. The submission site has instructions and fees.
While notice of copyright is a legal formality, Duke University requires that you include a copyright page between the flyleaf and the title page of your dissertation stating (1) the copyright notice, (2) your full legal name, and (3) the year of submission to the Graduate School. A sample copyright page is included on page 16 of this manual. This page gives notice of your rights in your work whenever that work is reproduced in any form.
A. Author Royalties. (Dissertations Only)
UMI will pay a 10% royalty on all sales excluding your purchases of your dissertation. Royalty payments must exceed $10.00 in a calendar year to be paid. If you change your address, please notify UMI by mail at: UMI, Dissertation Services, 300 N. Zeeb Rd., Ann Arbor, MI 48106-1346, so they will know where to send your royalties.
B. UMI/ProQuest
UMI/ProQuest offers all dissertations for sale through Amazon.com. If your dissertation is sold through Amazon (or UMI/ProQuest) you are entitled to a royalty. If you prefer that your dissertation not be offered through Amazon.com you will need to call UMI/ProQuest to request this exception. Their phone number is 1-800-521-0600.
V. Sample Pages
The Be sure to include your return address, telephone and fax numbers, and date at the top of the letter.
Spare no effort in confirming the exact name and address of the addressee. Call the person to confirm the copyright ownership.
State clearly the name of your university and your dissertation's title.
Describe precisely the proposed use of the copyrighted material. If necessary or appropriate, attach a copy of the quotations, diagrams, pictures, and other materials. If the proposed use is extensive, such as the general use of an archival or manuscript collection, describe it in broad and sweeping terms. Your objectives are to eliminate any ambiguities and to be sure the permission encompasses the full scope of your needs.
The sample signature form at the end of the sample letter is appropriate when an individual grants the permission. When a company, such as a publishing house, is granting permission, use the following signature format: The excerpts to be reproduced are: [insert detailed explanation or attach copy].
The requested permission extends to any future revisions and editions of my dissertation, including non-exclusive world rights in all languages, and to the prospective publication of my dissertation by UMI. These rights will in no way restrict republication of the material in any other form by you or by others authorized by you. Your signing of this letter will also confirm that you own [or your company owns] the copyright to the above-described material.
If these arrangements meet with your approval, please sign this letter where indicated below and return it to me in the enclosed return envelop. Thank you very much. 
